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INTRODUCTION

Image (Above): Confidential Client, Ryan Gobuty. Small meeting room
Image (Cover): Putnam Investments, Andrew Bordwin. Team room

When the workplace revolution started 20 years ago,
the office was still shaped by mid-century views of
work. Today, the office is a reflection of contemporary
trends, a mobile work style most of all.

- Fred Bernstein, “Work in Context”
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The methods in which workplace standards are measured

and benchmarked vary drastically across companies and
industries. For example, the legal industry bases many of its
benchmarking metrics on the number of attorneys rather than
the overall personnel headcount at an office location. Similarly,
biotechnology and science laboratories relate metrics to the
number of scientists per office facility.

The purpose of this document is to bridge the gap across

the various industry benchmarking metrics. By developing

a consistent and uniform method for measuring workplace
metrics, we are able to uncover the differences and similarities
between industry benchmarks, understand how workplace
standards and strategies affect space allocation and identify
workplace trends.

In this study, we have collected the workplace standards,
space programs, and sample floor plans from 38 different
projects across eight different industry sectors: Architecture
& Engineering (A/E), Biotechnology & Science, Call Centers,
Finance, Law Enforcement, Legal, Social Services, and
Technology.

The first portion of this report introduces the research
methodology, assumptions, common terminology and
summarizes the key takeaways. The second section analyzes
workplace metrics across the different sectors to compare
industry standards and highlight prevailing trends and insights.
The final component of the report provides a brief overview of
four common workplace trends accompanied with case study
examples.

See the Appendix at the end of this document for more sector-
specific information.

INDUSTRY SECTORS

ARCHITECTURE / ENGINEERING (A/E)
Includes all architecture, construction,
engineering and related services.

BIOTECHNOLOGY & SCIENCE
Biotechnology, pharmaceutical, and related
services. Case study samples represent both
general administrative spaces and some
laboratory functions.

CALL CENTERS
Contact, phone, or call centers focused on
providing customer service.

FINANCE

Financial services related to investment
banking and capital markets. Private wealth
management and trading floors are not
included.

LAW ENFORCEMENT
Public sector law enforcement agencies. Does
not include spaces with detention facilities.

LEGAL
Public and private sector law firms.

SOCIAL SERVICES
Public sector agencies providing health and
social services.

TECHNOLOGY
Technology development companies, both
hardware and software oriented.

Workplace Standards Benchmarking



TERMINOLOGY

The following is a list of common terminology that will be referenced

throughout this document.

CIRCULATION

HOTELING

All pathways connecting
programmatic spaces, including
offices, workstations, support
spaces, entry and elevator lobbies,
and egress locations.

DESK-SHARING

The practice of leveraging individual
workspaces by reducing the total
number of seats per assigned
headcount. There are many different
desk-sharing strategies, such as free-
address, hoteling, and shared-owned
settings.

FREE-ADDRESS

The practice of providing
temporary seating to employees on
a first-come, first-served basis. Free-
address work settings do not need
to be reserved through a formal
reservation system.

HEADCOUNT (HC)

The total number of employees,
including full-time, part-time,
interns, and contractors, that work
at a designated office location.

The practice of providing
temporary seating to employees
on an as-needed basis through a
formal reservation system.

MOBILITY RATIO

The proportion of seats per
headcount assigned to a specific
facility location.

MOBILITY VS. TELEWORK

Mobility refers to an employee’s
ability to work freely inside and
outside the office. Mobility also
encompasses all remote work that
is functionally required for a job.
Telework is a sub-set of Mobility

in which an employee works
specifically at home or at a satellite
work location near the employee’s
home.

NET SQUARE FEET (NSF)

The total area of workspaces (office
and workstations), dedicated
support (conference, supply, etc.)
and shared support (entry lobby,
shared floor support, break rooms,
etc.). Does not include primary

or secondary circulation, building

* Definitions per ANSI/BOMA 265.1 - 1996 Standard Method for Measuring Floor Area in Office Buildings
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core, and common building support
spaces. The NSF measures the
area contained within the outline
of each identified program space.
Example: the Net Area (NSF) of an
8 x 8 workstation is 64 NSF.

ENCLOSED VS. OPEN

An Enclosed workspace generally
refers to an office or shared-
office setting in which the
workspace is fully surrounded

by full-height partitions. Open
refers to workstations in an open
plan environment with minimal
partitions between work settings.

SPACE ALLOCATION RATE

The total usable area of an
organization divided by the total
number of personnel (includes all
full-time and part-time employees,
interns, and any contractors that
occupy space. Personnel excludes
contractors that service the space,
such as janitors and security
guards).

SPACE ALLOCATION RATIO

Proportion of space, measured in
Net Square Feet (NSF), dedicated to
offices, workstations, collaboration

space, general support, social
support, and mission specific spaces.

SPACE TYPES

Offices - Includes all individual and
shared workspaces that are fully
enclosed.

Workstations - Includes all individual
and shared workspaces that are

not fully enclosed, such as cubicles,
open workstations, and touchdown
stations.

Collaboration - Incorporates all
open and enclosed collaboration
spaces, including training rooms,
open meeting areas, focus rooms,
huddle rooms/enclaves, and project
rooms.

General Support - All common office
support functions included in the
Usable Square Feet (USF). Includes
storage, supply, print and copy,
receptions, mail rooms, libraries,
lateral files and filing rooms,
mother’s/wellness rooms, and
server/ADP rooms.

Social Support - Includes all break

and recreation areas, such as break
rooms, coffee bars, common areas,
informal seating, and game rooms.

Mission Specific - Specialized rooms
to support core business functions,
such as laboratories and secure
evidence storage.

Excluded - Building core, primary
and secondary circulation, and all
major amenities, such as fitness
facilities and cafeterias.

USABLE SQUARE FEET (USF)*

Area of a floor occupiable by a
tenant area which is where a tenant
normally houses personnel and/or
furniture.

UTILIZATION RATE

The average usage of a space,
often measured as a percentage
of the total period that the space
is available for use, such as the
organization’s business hours. This
term is often misconstrued as
“Space Allocation Rate.”
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METHODOLOGY & ASSUMPTIONS

DATA SOURCE

ASSUMPTIONS

BENCHMARKING METRICS

1) The data source for all case
study companies and organizations
have been compiled from space
programs, test-fits, existing plans,
and workplace guidelines.

2) To ensure that the findings
generated from this report
represent the most recent

trends and standards, we have
only selected projects that were
completed between 2007 to 2011.

3) The data of this report is based
on the metrics from (5) sample
case study organizations per
industry sector, with the exception
of the Social Services industry
sector, which included only (3)
sample case studies.
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1) To account for the disparate
scales of the projects included
within this study, we have
discounted all amenity type spaces
from this report. Amenity spaces,
such as full-scale cafeterias and
fitness centers, are generally a
provision that is based on the scale
of a project and the site location.

2) Our Usable Square Feet (USF)
calculations include any shared
spaces that would normally

be included in a tenant’s USF
calculations at a pro-rata share.
This includes such spaces as shared
support areas, conference centers,
training rooms, and other shared
facilities that might not be directly
within the immediate office area.

The research within this report

is based on the following list of
benchmarking metrics. In the

body of the report, the metrics are
expressed as industry averages. For
sector-specific information, refer
to the Appendix at the end of this
document.

Space Allocation Rate: USF per total
personnel - Total Usable Square
Feet (USF) of the office space
divided by the amount of total
personnel working in the office,
including full-time, part-time,
contractors, interns and other
temporary staff. Personnel excludes
support staff that service the
building and do not have a primary
workspace.

Space Allocation Ratio- Proportion
of office space allocated for the
following classifications: offices,
workstations, collaboration, general
support, social support, and mission
specific spaces. The space allocation
calculations, measured in Net
Square Feet (NSF), also incorporate
any shared spaces that qualify
under the listed classifications at

a pro-rata share. Building core,
primary and secondary circulation,
and any major amenity spaces are
excluded from this metric.

Enclosed to Open Ratio - Proportion
of individual work settings that are
enclosed (i.e. offices) versus open
(i.e. cubicles and workstations).

Office Sizes- Average office standard
sizes measured in Net Square Feet
(NSF). All companies that do not
have offices are voided from this
metric.

Workstation Sizes- Predominant
workstation standard size measured
in Net Square Feet (NSF). If there

is not a prevailing workstation
standard size, an average is
calculated based on the different
workstation standards.
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KEY FINDINGS SUMMARY

The analysis of the standards and workplace
allocation of eight industry sector case studies has
revealed several universal and sector-specific insights.

The following key findings briefly summarize four
prominent takeaways from the benchmarking
exercise. For more sector-specific details, refer to the
Appendix at the conclusion of this report.

Image 1: Belkin, Nicholas Cope. Informal Collaboration Hub
Image 2: Belkin, Nicholas Cope. Workstation

Image 3: Deloitte, Timothy Soar. Touch-down Station

Image 4: Confidential Company. Mobility Station

SUMMARY BENCHMARKING AVERAGES

TOTAL PUBLIC PRIVATE

Space Allocation Rate 192 201 189

Mobility Ratio* | 1:1.09 | 1:1.23 | 1:1.01

Enclosed to Open Ratio 1:4 1:4 1:4
Officesize | 142 | 151 | 136
Workstation Size 53 61 49

* Ratio of total number of seats to total headcount assigned to a site.
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KEY FINDING #1

Workstation sizes and the ratio of enclosed offices to open workstations
have the strongest correlation to space allocation rate efficiency. We have
consistently found that the companies with smaller workstation standards and
lower ratios of offices to workstations have the lowest space allocation rates.

KEY FINDING #2

More “We” space and less “Me” space. There is a correlation between the
proportion of space that is dedicated to individually assigned spaces and

spaces for collaboration. Companies and organizations in the Technology,

Law Enforcement, and A/E sectors are reducing the amount of spaces for
individuals in exchange for more spaces that promote employee interaction and
collaboration.

KEY FINDING #3

Of all the case studies included in this report, Public Sector organizations
have higher space standards than Private Sector companies in terms of
average space allocation rate, office size, and workstation size. However, Public
Sector organizations have explored higher levels of mobility. Public Sector
organizations average 1 seat per every 1.23 personnel compared to the Private
Sector average of 1 seat per every 1.01 personnel.

KEY FINDING #4

The case studies with workplace mobility programs have an estimated
average space allocation rate savings of 35 USF per person. The average space
savings is estimated by dividing the total USF by number of seats versus headcount
assigned to a site. Organizations are leveraging underutilized workstations and/or
offices to increase workspace utilization, reduce real estate waste, and create more
energetic office environments.

Workplace Standards Benchmarking u



BENCHMARKING: INDUSTRY SECTORS
This chart llustrates the average

space allocation rate for each
industry sector based on USF per
total personnel.

[ndmtr)/ Sector 50 100 150 200 250 300 350 400 450 500

Call Center

Technology
Legend

Finance

" Mobility Program

O  Private Sector iAverage

® Public Sector Range
............................................................................................. . Arch & Engineering

KEY TAKEAWAY #1

The Call Center sector has the lowest average space
allocation rate at 101 USF per person. The Legal Sector
has the highest average at 335 USF per person.

Law Enforcement

Social Services

KEY TAKEAWAY #2

The Biotech & Science and Legal sectors display the ) ) memy

. g. Py Biotech & Science .CII*_D
greatest range in space allocation rates. The A/E, c=tad
Technology, and Social Services sectors display the most
consistent space allocation rates.

335.0

Legal W
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BENCHMARKING: INDUSTRY SECTORS

The bar graphs below demonstrate the average proportion of NSF that
is allocated to each space type per industry sector. Industry sectors are
ordered by proportion of space allocated to individual workspaces.

SPACE ALLOCATION RATIO CHARTS

Industry Sector Space Types
Space Allocation Rate: 1996 I  Workstation
[] Collaboration
Space Allocation Rate: 140.0 [ ] Social Support
[ ] Mission Specific
Biotech & Science 25% 28% 16% 1l 4% o6 | e
Space Allocation Rate: 219.6 KEY TAKEAWAY #1
With few exceptions, the industry
Space Allocation Rate: 335.0 of space allocated for offices and
workstations generally have a higher
) . allocation of space to support

Space Allocation Rate: 1684 . )
correlation to general support, social

support or mission specific space types.

KEY TAKEAWAY #2

Historically, the typical workplace

was comprised of 50% individual

Finance 30% 37% 13% 14% 5% workspace area and 50% support
Space Allocation Rate: 168.0

Call Centers 6% 51% 27% 1% 5%
Space Allocation Rate: 103.2

areas. The data suggests that recent
workplaces are allocating less space
for general support and reallocating
that space to increase either group or
individual workspace area.

Social Services 41% 38% 8% 11% 3
Space Allocation Rate: 207.3

March 2012 Workplace Standards Benchmarking



BENCHMARKING: INDUSTRY SECTORS

The chart below displays the average ratio of enclosed offices to open
workstations per industry sector.

ENCLOSED OFFICE TO OPEN WORKSTATION RATIO

Industry Sector Space Types

Technology ll B Enclosed Office
Space Allocation Rate: 1400 [[] Open Workstation

Call Centers 4o
Space Allocation Rate: 103.2

Arch & Engineering A CPem
Space Allocation Rate: 1684 KEY TAKEAWAY #1

The ratio of enclosed offices to

Law Enforcement 140 open workstations is lowest in the
Space Allocation Rate: 199.6 Technology, Call Centers, A/E, and
Law Enforcement sectors. All four of

these industry sectors also have the
Biotech & Science 29% 71% most amount of area allocated for
Space Allocation Rate: 219.6

collaborative spaces (22-29% of their
total NSF).

[
[
N
o
Finance S et
KEY TAKEAWAY #2
s

Space Allocation Rate: 168.0

Legal is the only industry sector with a
higher proportion of enclosed offices
to open workstations. The Legal sector
also has the highest average space
allocation rate at 335 USF per total

Space Allocation Rate: 335.0

Social Services 42
Space Allocation Rate: 207.3
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BENCHMARKING: INDUSTRY SECTORS

The following graph illustrates the average office size per industry sector
where available. Most organizations within the Technology sector as well
as a few others from other sectors do not have enclosed offices.

AVERAGE OFFICE SIZE & SPACE ALLOCATION RATE

NSF USF /
Person —@— Avg. Office NSF

—=e&— USF per Person

e 7 H 370 Sample Range
160 - Ea 158 B8 340
— ¢
150 : : : /L 310
145 /
140 - : : + : 280 KEY TAKEAWAY #1
: 133 : i . ! ! !
: / There is no direct relationship
130 250 between space allocation rates and
/ average office size standards. Despite
120 H 220 varying average office sizes, the
- 207 / Call Centers, Technology, and A/E
110 ﬁ 190 sectors have among the lowest space
: ux \/ allocation rates. While the Legal, Law
100 7 160 Enforcement, and A/E sectors have
- comparable office size standards,
their space allocation rates var
90 “ 130 neir sp _ y
significantly. The efficiency of a
workspace is more strongly influenced
80 e 100 by the ratio of enclosed offices to open
workstations.
Biotech & Technology  Call Centers Finance Social Law Arch & Legal
Science Services Enforcement  Engineering
2971 1:99 4:96 29:71 42:58 14:86 8:92 60:40
(Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open)
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BENCHMARKING: INDUSTRY SECTORS

The following graph records the average standard workstation size per
industry sector. The metrics are a combination of prevailing workstation
sizes as well as averages where no dominant workstation size was present.

AVERAGE WORKSTATION SIZE & SPACE ALLOCATION RATE

NSF USF /
Person —@®— Avg. Workstation NSF

5 76 —=e&— USF per Person
= i —® 370 i Sample Range
70 340
65 310
2 280 KEY TAKEAWAY #1
The industry sectors with the lowest
= 250 workstation standards and the lowest
proportion of enclosed offices to open
50 220 workstations have among the most
efficient space allocation rates.
45 190
40 160
i 150 KEY TAKEAWAY #2
5 The Social Services and Legal
30 e 100 sector averages have the highest
£ proportion of enclosed offices
to open workstations (42:58 and
Call Center ~ Technology Finance Arch & Biotech & Law Legal Social 60:40 respectively) and the largest
Engineering Science Enforcement Services workstation standard sizes. However.
4:96 1:99 29:71 8:92 29:71 14:86 60:40 42:58 their space allocation rates vary by
(Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) (Enclosed:Open) approxim ately 128 USF per person.

March 2012 Workplace Standards Benchmarking



WORKPLACE TREND #1: HOTELING & FREE-ADDRESS

Across industry sectors, more employees

are working in more locations outside the
office, within the office, and from home.

The purpose for coming into the office is
becoming less focused on individual work
and more about collaborating and interacting
with others. As a result, companies are
beginning to rethink both real estate and
workplace strategies with four key objectives
in mind: 1) increase employee performance
by supporting mobile work patterns; 2) utilize
space more efficiently and reduce real estate
and occupancy costs; 3) reduce resource use
and contribute to sustainability; 4) positively
impact recruitment and retention by properly
supporting diverse workstyles.

Facilities and workplace strategists have

been exploring new methods of assigning
space as a means to increase utilization and
support the new ways in which employees are
working. Rather than unilaterally assigning

all employees to a dedicated workstation or
office, many companies are adopting hoteling
or free-address programs to repurpose
previously assigned individual space to
collaboration space, and, in some cases,
significantly reducing overall real estate.

The hoteling concept is a system in

which individual workspaces are shared
among employees and reserved for use

by an individual for a specific time period.
Frequently, a corporate concierge is
responsible for scheduling and equipping
these spaces for use. However, the normis
transitioning to a virtual reservation system.

Similar to hoteling, the free-address
workspaces are unassigned and can be
used by any employee. Reservations are not
required; spaces are available on a first-
come, first-serve basis. Free-address is also
commonly referred to as “just-in-time.”

Prior to adopting a hoteling or free-address
program, an organization should develop

and carefully consider the feasibility of a
mobility strategy. There are many other
factors that must be addressed to effectively
implement a hoteling or free-address system,
such as employee work patterns, current

and projected mobility adoption levels, and
the mobility readiness criteria, which covers
such considerations as organizational culture,
technology, work function, processes, policies,
and protocols.

STEPS TO DEVELOP A MOBILITY STRATEGY

WORK PATTERN
Defining how people work

+

MOBILITY ADOPTION
Documenting the state of mobility

+

MOBILITY READINESS CRITERIA
Assessing the feasibility of mobility readiness

March 2012

MOBILITY STRATEGY

Understand the implications of a
mobility strategy through aligning
space solutions with work patterns,
processes, policies, and culture.

-
i‘
=
B

o EEE

Image 1: Razorfish, David Joseph. Mobility Workstation
Image 2: Metlife, Chris Leonard. Reservation Kiosk
Image 3: Metlife, Chris Leonard. Touch-down Cafe

Workplace Standards Benchmarking



CASE STUDY #1: CONFIDENTIAL CONSULTING CLIENT

CONFIDENTIAL CONSULTING CLIENT
WORKPLACE PILOT STUDY

New York, NY

2010

Area: ~10,000 USF
Total Staff: 659

Mobile Staff: 56%
Mobile Sharing Ratio: 5:4 (HC : Seats)

1 60/0 higher satisfaction with

the overall work environment

Confidential Client, Chris Leonard. Mobility Workstation
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In 2010, a confidential consulting client was rapidly outgrowing its New
York office location. To respond to the considerable increase in staff and
preserve the culture and connectedness of teams, the company launched
a workplace transformation pilot study on a select floor of their New
York office.

The pilot included three major workplace changes. Firstly, the company
reduced workplace standards to more appropriately support the
functional nature of the work. Senior consultants moved from large
perimeter offices to more appropriately sized interior offices. The junior
consultants moved from interior offices to a collaborative open office
environment. The second component of the pilot study incorporated a
formal mobility strategy to acknowledge the significant amount of
time that consultants were out of the office traveling to client locations.
As a result, the company adopted an overall mobility sharing ratio of

5 mobile staff per 4 hoteling workstations. Workstations are reserved
through a reservations system. Mobile staff members store personal files
and supplies in assigned lockers. The final component of the workplace
transformation study was to increase and enhance the social, training,
and meeting spaces to preserve and promote the collaborative
culture of the consulting teams.

Recognizing the magnitude of the changes, a formal change
management process was incorporated to strategically introduce and
implement the pilot study. The change management program involved a
visual marketing campaign and series of engagements to involve staff in
the transformation process and educate them about the benefits.

A post-occupancy survey was launched to all staff in the New York
office in 2011 to assess the results of the workplace pilot study. The
results were overwhelmingly positive. Overall, staff members were more
satisfied with the work environment in the pilot study than any other
floor. Residents rated their ability to collaborate, sense of community,
and awareness and approachability of other colleagues highest. Despite
the transition to the open work environment and hoteling system, there
was no adverse result in how well the individual workspace supported
their diverse workpatterns, including quiet, focused work.

Workplace Standards Benchmarking W]



CASE STUDY #2: NOKIA

Faced with an increasingly competitive market, Nokia combined several of its scattered R&D sites
into a single location in Sunnyvale, California. The real estate strategy was about more than just real

RNSI;(::IAEADQUARTERS estate cost-savings. By ggllocating t.heir R&D (_employees into a single, collgt_)orative environment,
Sunnyvale, CA Nokia sought to re-position and re-invent their culture and image in the Silicon Valley.
2010

Nokia's workplace strategy is centered on a fundamental workplace shift. By decreasing the focus on
Area: 156,000 USF the traditional definition of individual workspace, they were able to increase the allocation of spaces
Total Staff: 800 that provide alternative individual work settings as well as an increase in spaces that are conducive
195 USF per person (seat count) for interaction, collaboration, and non-traditional ways of working.

Nokia implemented a simple 36sf benching system as the “home-base” for employees. The benching
1000 workstations provide employees with a dedicated workspace to functionally meet the majority of
/0 365t open workstations (benching) individual work task requirements. At the same time, the modularity of the system provides Nokia
with maximum flexibility to quickly and efficiently adapt to workplace changes and team formations.
The reduced standards open up the workspace to provide significantly more spaces to support
""""""""""""""""""""""""""""""""""""""""""""""""""""""" different individual and collaborative tasks.

>

Nokia, Nic Lehoux. Open Benching system Nokia, Nic Lehoux. Informal Collaboration Space
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